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REGULATIONS 
GOVERNING THE 
COURSE OF STUDY AND EXAMINATIONS 
FOR 
COMMERCIAL SCHOOLS 


1. ‘The annual Departmental Examinations will be held be- 
tween June 10th and June 30th, upon such days and at such 
places as may be determined by the Minister of Education. 


2. Every candidate who desires to obtain standing upon any 


of the subjects of the First, Second, or Third years shall, not 


later than April 15th, make application to the Department. 
Special forms may be obtained for this purpose. 


3. The Principal of every school having candidates for 
examination shall, before June 15th, forward to the Department 
a confidential report on each candidate under the following 
heads: Length of time preparing for examination, regularity of 
attendance, attitude towards work, general grasp of each subject, 
physical fitness for the examination, and chances for passing. 
Where possible, percentages based upon the candidate’s work 
during the year should be given. 


“4. Students who have met the requirements for entrance as 
set forth in Section 5 below may be admitted to the Second 
year for a special one-year course in Stenography, or the Third 
year for a special one-year course in Bookkeeping. 


d. To be elivible for admission to the regular course, an 
applicant shall have passed the Public School Leaving Examina- 
tion, or shall submit to the Department evidence of having 
satisfactorily covered an equivalent course. To be eligible for 
admission to either of the special short courses, the applicant 


must have completed successfully the First Year in either the 
Academie or Comercial Departinents of a secondary school. 
In the case of the special short course in Bookkeeping, it 1s 
recommended that sitdents without previous training in the 


Commercial subjects complete the Second Year of the High 
School course before attempting this. 


6. In order to oliain credit, candidates will be required to 
obtain 50 per cent. in each unit. 


7. In all commercial examinations (exclusive of Spelling and 
Business English) a penalty of five marks may be deducted for 
each of the followine causes: (a) Mis-spelled words, (b) im- 
stances of incorrect English, (¢) careless penmanship and indif- 
ferent arrangement of work. On the Spelling and Business 
English papers the penalty for such causes shall be unlimited. 


8) “he following fees are prescribed in connection with 
Departmental Examinations: 
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For each unit, $1.00 up to a maximum of $5.00 for Examina- 
tions of the First and Second Years, and a maximum of $7.00 
for the Third Year. 


The examination fees shall be paid to the presiding examiner 
on the first day of examination. . 


_ The fee for appeal shall be $1.00 per paper. If an appeal! 
is sustained, the fee will be refunded. 


SPECIAL REGULATIONS GOVERNING THE SCHOOL 
YEAR 1926-1997. 


1. Inasmuch as the students who are now following the work 
in the Second Year have not been promoted under the unit 
system of examinations, the principal of each school where such 
students are being taught will forward to the Depariment of 
Education a list of the marks obtained by all such students on 
the school promotion examinations, arranged in the order shown 
in the First Year column of the commercial curricula, and 
calculated upon a percentage basis. A statement will subse- 
quently be sent to each school indicating the credits which the 
Department is prepared to allow such students. 


2. Since Literature has not heretofore been required on either 
of the special Shorthand or special Bookkeeping courses, the 
subjects required for those taking either of the special courses 
will be those shown in the second and third columns of the com- 
mercial curricula WITHOUT Literature; in examinations sub- 
sequent to 1927, however, the’special courses shall consist of all 
those subjects as shown in the Second and Third year columns 
respectively. 
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FIRST YEAR. 
Literature 1: As in English 1. 


Business English 1: The aim of this course is not so much the 
study of formal Grammar, but rather the study of English from 
the business point of view. A great deal of attention should be 
paid to word study; the use of synonyms and antonyms of a 
simple character; sentence and paragraph structure; punctua- 
tion; approved forms of simple business letters; commercial ab- 
breviations and contractions. Valuable time may be spent in the 
correction of errors in specially prepared sentences, also in the 
student’s own work. Simple essays on business and _ political 
topics should be taken up, and should be supplemented by read- 
ings from business magazines. Considerable attention should 
also be paid to oral work, and the co-operation of each teacher 
on the staff should be secured towards correcting errors made 
orally, or in the written work of the student. 


Either of the following texts may be used: Business E'nglish 
(Buhlig)—D. C. Heath & Co., Boston; Canadian Standard 
Business English—Commercial Text-book Co., Toronto. 


Spelling 1: In First Year spelling, students should be required 
to write the meanings of every word. It will be found that the 
average student’s vocabulary is decidedly limited, and every 
effort should be made to introduce and explain carefully the 
more common, words found in business life. Frequent dictation 
from current editorials, business statements, etc., should be given 
to the class. 


Text: Cumulative Speller (Smith)—Isaac Pitman & Sons, 
Toronto. 


Penmanship 1: It will be found that students coming into 
High School have no uniform style of penmanship. The first 
thing to be done is to develop uniformity with a view to master- 
ing the muscular movement system. A rapid movement and 
light touch are essential to good business writing; and nothing 
coarser than a nib such as Sprott’s No. 2 should be permitted. 
Special attention should also be given to a neat style of figures. 


The course in penmanship by Sprott is recommended. An 
excellent penmanship magazine is The Business Educator, 
Columbus, Ohio. 


Arithmetic 1: During the first term it will be necessary to 
review thoroughly Fractions, Decimals and Square Root. Men- 
suration should be confined to the circle and rectangular figures. 
The remainder of the year should be devoted to the commercial 
type of problem, ¢.g., Percentage, Profit and Loss, Simple In- 
terest, Bank and Trade Discount, Commission, Taxes, and 
Insurance. 
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Accuracy must be strongly emphasized in commercial arith- 
metic, as solutions that are not absolutely accurate are worthless 
to a business man. Students should be trained to put down their 
work in a well-arranged manner, with logical explanations of 
each step performed. 


The simpler problems found in the text recommended will 
afford ample material for class work, but these should be supple- 
mented by actual problems occurring in business houses in the 
centres where this work is offered. 


Text: The New Method Arithmetic—Commercial Text-book 
Co., Toronto. , 


Rapid Calculation 1: Rapidity in the four fundamentals 
(addition, subtraction, multiplication, and division) is absolutely 
essential. Only such short cuts as are of really practical value 
should be taken up during the First Year. 


Stenography 1: The theory of the authorized text should be 
covered during the First Year. Too much time cannot be spent 
upon the rules of the system taught, and teachers should insist 
that every outline be written in accordance with the rules; 
students must also possess a thorough knowledge of the word 
signs, contracted forms, and common phrases. 


Typewriting 1: The First Year’s work in typewriting should 
consist of a thorough drill on the letters of the keyboard as 
found on the three lower banks of keys. Only such characters 
in the fourth row as are found in copying straight matter should 
be studied. First Year students should be able to copy matter 
of the same relative difficulty as that used in the International 
contests, and marked under the same rules, at a rate of not less 
than 15 net words a minute. 


Bookkeeping 1 (Theory and Practice): The aim of the First 
Year’s work should be to familiarize the student with the use of 
the Journal, Cash Book, Purchase and Sales Books as books of 
original entry. Students should be able to work simple sets in- 
volving use of these books for a single proprietorship, to close 
the ledger, and prepare simple statements. They should also be 
able to give satisfactory reasons for each step performed. 


Text: Canadian Modern Accounting, Part I—Commercial 
Text Book Co. 


SECOND YEAR. 
Literature 2: As in English 2. 


Business English 2: The aim of this course is to enable the 
student’s work; and in specially prepared exercises. The fol- 
student to acquire a fluent method of expression. Word, sen- 
tence, and paragraph study are extremely important. Consider- 
able time should be devoted to the correction of errors in the 
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lowing types of business letters should be thoroughly studied: 
application letters; letters accompanying remittances; letters 
requesting favors; letters of complaint; letters requesting 
payment; conciliatory letters, etc. The student should also be 
instructed with respect to necessary postal information, e.g., 
classes of mail matter; rates of postage (domestic and foreign) ; 
postal notes and money orders; registered letters; special delivery 
letters; postal insurance; rural free delivery system, etc. Special 
attention should be paid to writing brief essays on social, economic 
and political topics. Oral essays should be given as a result of 
trips of inspection, business talks by employers, etc. This work 
should be supplemented by the reading, both in class periods and 
at home, of articles from business magazines. 


Hither of the following texts may be used: Business English 
(Hotchkiss & Drew)—American Book Co.; Canadian Business 
Correspondence (Russell) —Commercial Text Book Co. 


Spelling and Word Study 2: First Year course reviewed and 
extended. The more difficult common business words should 
now be taken up, and the student thoroughly drilled in the use 
of these words. The teacher should keep in mind that there is 
no value attached to the spelling of a word which a student 
cannot use in everyday life. A great deal of attention should be 
paid to the use of synonyms and antonyms. The dictation of 
business statements, current editorials, political speeches, etc., 
affords a very valuable training to the student. The examination 
will consist of three sections: first, fifty dictated business words; 
second, a collection of phrases involving homophonous words 
(é.g., principle and principal) ; third, a short piece of straight 
matter. 


Texts: The Cumulative Speller (Smith)—Isaac Pitman & 
Sons; Motivated Spelling (Clara H. Smith)—8600 E. 10th St., 
Kansas City. 


Penmanship 2: Having been taught the proper movement and 
styles of letters during the First Year, students should now be 
drilled in the acquirement of speed, consistent with legibility. 
Smoothness of movement, proper spacing, etc., must receive care- 
ful attention. A great deal of attention, especially with book- 
keeping students, should be paid to the formation of good 
figures. It is desirable that students should conform pretty 
well to standard letters, rather than experiment too much on 
optional forms which are sometimes given in penmanship texts. 
Plenty of practice material will be found in the course recom- 
mended for the First Year. 


Rapid Calculation 2: The main object in the Rapid Calcula- 
tion classes should be to develop speed and accuracy in simple 
calculations, especially the four fundamentals and the treatment 
of discounts. The concentration necessary to do this work rapidly 
and accurately also exerts a powerful influence upon the mind 
when brought to bear upon other subjects. Particularly is this 
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true with respect to Shorthand, and students of stenography 
should devote quite as much attention to Rapid Calculation as 
_ those pursuing an Accountancy course. No attempt should be 
made to burden the mind of the student with short cuts which 
are of value only in rare cases, but rather to limit these short 
cuts to those problems which students will meet with in every- 
day business life. 


Text: Rapid Calculation (McIntosh)—Commercial Text 
Book Co. 


Stenography 2: Having covered the theory during the First 
Year, students should now be drilled in the development 
of speed. Teachers must be careful, however, to check 
the work of the students constantly, in order to prevent 
them from using incorrect outlines, and adopting a style of their 
own. Candidates will be expected to take dictation at rates 
varying from 80 to 100 words per minute, depending upon the 
difficulty of the material which shall, in all cases, be as free 
from technical material as possible. Candidates will be expected 
to transcribe their notes on the machine at a rate of approxi- 
mately 15 words per minute. In marking the transcripts, due 
allowance will be made for the manner in which the work is 
arranged. The candidate’s notes must be handed in with his 
transcript, and some allowance may be made therefor. The 
examination will consist of two “takes” at different rates of 
speed. Each candidate may write one or both “takes,” and shall 
then elect to write back either one or the other. The maximum 
marks for the slower “take” shall be 85, and for the faster, 100. 


Any good dictation text will afford plenty of material for 
class work. 


Office Practice 2: The student should be made familiar with 
the more common office devices, such as adding machines, duph- 
cating devices, card-index systems, loose-leaf billing, filing 
systems, use of telephone, etc. This work should be made just 
as practical as possible, and students should be taught to file 
their corrected work in typewriting. 


Either of the following texts may be used: Office Practice for 
Stenographers—The Gregg Publishing Co., Toronto; Office 
Routine—Commercial Text Book Co., Toronto. 


Typewriting 2: Students should be instructed in the mech- 
anism of the machine, and the proper care of same; the removal 
of old ribbon; the use of the stencil-cutting devices; the tabulator 
or column selector; the preparation of legal forms; filling in of 
invoices, statements and printed forms of various kinds; different 
spacings and proper use of margins; carbon work; manifolding; 
addressing of envelopes, etc. 


The work of the Second Year should give the student a 
thorough working knowledge of the machine, and the various 
types of work of which it is capable. A fairly high rate of 
speed, consistent with accuracy, should be aimed at; and nothing 
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short of what would be accepted in a business office should be 
accepted from the student. 


Bookkeeping and Accountancy 2 (Theory and Practice): 
The work of the First Year, involving Single Proprietorship, 
should be thoroughly reviewed. A partner should then be taken 
into the business, and the work of the Second Year should be 
devoted largely to a study of partnership problems. ‘The follow- 
ing topics are suggestive of the work to be covered: The use of 
the Journal, Cash, Purchase, Sales, and Note Books, as books of 
original entry; special forms of these books (e.g., Synoptic 
Journal) ; Petty Cash Book, Trial Balance, its merits and defi- 
ciencies: Trading Accounts; Profit and Loss Statements; Closing 
Entries; Adjustment Entries; the use of Reserves; Depreciation ; 
Good Will; Balance Sheets and their arrangements; Single Entry 
and changing from Single to Double Entry; Partnership Settle- 
ments, etc. The texts mentioned for First Year work contain 
sufficient material for Second Year classes. 


The examination will consist of one paper involving problems 
in both theory and practice of accounting: 


Text: Canadian Modern Accounting, Part I, complete— 
Commercial ‘Text Book Co 


History 3: As outlined in Zhe Handbook for Secondary 
Schools. 


THIRD YEAR. 
Literature 3: As in English 3. 


Business English and Office Practice 3: The work in business 
correspondence covered during the Second Year should now be 
made more complex. More detailed attention should be given to 
the essential qualities of successful business letters, and a great 
deal of practice should be given in constructing such types as 
the following: collection letters, claims and adjustments, sales 
letters, follow-up letters, advertising copy, business reports, ete. 
Mimeographed letters.of inquiry might be handed to the stu- 
dents for reply. <A textbook can be used to better advantage 
during the Third Year work than earlier in the course. Students 
should also receive considerable practice in making both oral 
and written reports of investigations, trips of inspections, and 
topics of the day in the economic and political fields. 


Hither of the following texts completed: Business Hnglish 
(Hotchkiss & Drew)—American Book Co.; Canadian Business 
Correspondence (Russell) —Commercial Text Book Co. ; 


Arithmetic and Rapid Calculation 3: A rapid review of First 
Year Arithmetic should be made in order to be sure that the 
student can satisfactorily handle fractions and decimals. During 
the Second Year the teacher should concentrate upon the com- 
mercial type of problem, the following divisions being of special 
importance: Interest (Simple and Compound), Taxes, Commis- 
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sion, Account Sales and Purchases, Domestic and Foreign 
Exchange, Stocks, Bonds and Debentures, Partial Payments, 
Equation of Payments, Partnership Settlements, etc. Mensura- 
tion should be confined to circles and rectangular solids and 
surfaces. Second Year students should also be able to work any 
problem involving the simple units of the Metric System. 


Text: New Method Arithmetic—Commercial Text Book Co. 


Commercial Law 1: The work is fully covered in the pre- 
scribed text. In addition to a knowledge of Commercial Law, 
students will be expected to be able to draft such common 
business forms as: A Power of Attorney, Notice of Protest, 
Simple Form of Contract, Lien Note, Instalment Note, Notice 
to Vacate, etc. 


Text: Commercial Law (Anger)—Commercial Text Book 


Co. 


Commercial Geography 1: As outlined in Zhe Handbook for 
Secondary Schools. 


NV.B.—No text has been authorized. A manual giving all 
necessary information has been authorized by the Department. 
It should be in the hands of each pupil. This Manual for 
Géography 1 may be pu is ed from the School Book Branch 


for 75 cents. 
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being studied. Throughout the Third Year course, the student 
should be given the idea that he occupies the position of a 
private secretary to some executive in the business who is per- 
sonated by the teacher. The various assignments should carry 
the students beyond the routine of office work, and develop 
originality and initiative. 


Text: Advanced Dictation and WNSecretarial Training 
(Reigner)—The H. M. Rowe Company, Baltimore. 


The students will be expected to cover assignments on the 
following sections of the text: Collection Agency, Railroads, 
Real Estate, Banking and Investments, Printing and Publishing, 
Life Insurance, Automobiles, Legal, and Securing a Position. 


500—Nov. 1, 1926. 
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